
  UPPER THOMPSON SANITATION DISTRICT 
  ORGANIZATION CHART 2022 

 

Board of Directors

District Manager

Chris Bieker

Assistant District 
Manager

Suzanne Jurgens

Laboratory

Water Quality Lab 
Analyst

Administration

Financial Officer

Gina Moore

Customer Accounts 
Manager

Sheryl Ponzer

Secretary

Naomi McCracken

Operations

Operations Manager

Matt Allen

Plant 
Superintendent

Henry Newhouse

Plant Operator

Sandra Mourning

Plant Operator

Trevor Byron

Plant Operator

Thomas Doherty

Plant Operator

Keith Bryk

Plant Operator

David Darmafall

Collection 
Superintendent

Nathanael Romig

Collection 
Operator

Eric Mankin

Collection 
Operator

Jeff Harrison

Collection 
Operator

Brad Gruhl

Collection 
Operator

Josh Kellen



  

Wastewater WWTF Task Delegation Log 
 

Name of Facility: 
Upper Thompson Sanitation District 

PWSID #, Permit # or 
Permit Certification #: CO0031844 

Wastewater WWTF 
Operator in 
Responsible Charge: Henry Newhouse III 

Effective 
date  
(from) 01/01/22 

Termination 
or renewal 
date (to) – 
(less than one 
year) 

12/31/22 

 
Core tasks: The tasks included in this Delegation Log (Log) reflect the minimum operational tasks for a Wastewater Treatment Facility (WWTF) 
Department Operator in a normally, properly functioning, and compliant Wastewater Treatment Facility. It is the goal of this Log and 
associated SOPs/Policies to inform the operator of their duties and to provide guidance for adequate initial and continuing training for work 
performed. The Log and associated SOPs/Policies also provide guidance for task limitations and response procedures during possible emergency 
situations. This Log should not be considered “all-inclusive”.  
 
Note: Any operational activity, decision, or emergency that is outside of the limits established in this Log and associated plans, SOPs, job 
descriptions, and policies requires immediate consultation and instructional direction from the WWTF certified operator in responsible charge 
(WWTF ORC). In these or any cases where clarification and more detailed instruction is needed, contact the WWTF ORC, Henry Newhouse, at 
970-646-5994. If the WWTF ORC is unavailable, contact the Operations Manager, Matt Allen, at 970-219-8210 or the District Manager, 
Chris Bieker, at 970-342-9702. 
 

Operator Name: 
Sandra Mourning Class-A Wastewater: Operator 

Trevor Byron-Class A Wastewater: Operator 
Thomas Doherty Jr.-Class C Wastewater: Operator 

David Paterniti-Class C Wastewater: Laboratory Analyst 
David Darmafell-Class D Wastewater: Operator 

Keith Byrk-Operator-in-Training 
 

 



  

Task or activity description 

Delegation to 
[Authorized 
person(s) or 
position(s)] 

Operational limits and response 
(required if not included in written 
SOP) 

Date of 
training 
provided by 
WWTF ORC to 
authorized 
individual(s) 

Authorized person’s signature 
indicating acceptance of task or 
activity (required if not included 
in written job description) 

Date of 
acceptance of 
delegated 
tasks or 
activities  

Demonstrate basic understanding of the 
expectation of duties, requirements, 
and other information as presented in 

the signed job description. 

All Wastewater 
Treatment Facility 

Staff 

See “Note” above. Any questions 
related to the signed job description 
should be directed to the WWTF ORC. 

 N/A  

Complete required internal and 
external work orders and all WWTF 
related internal system inspection 
forms in accordance with training. 

Trained WWTF 
Operators Staff 

Perform task as instructed by WWTF 
ORC. If field conditions dictate a 
change in the plan of inspection, 

contact WWTF ORC for instruction. 
Never change inspection parameters or 
form templates without first consulting 

WWTF ORC. Completed forms to be 
returned to the originating party or 

filed appropriately. 

   

Total Chlorine Residual (TRC) and 
Dichlorination Monitoring of WWTF 

Effluent  

All Wastewater 
Treatment Facility 

Staff 

Monitor the TRC in the Chlorine Contact 
Basin/Backwash Storage Basin and 
Dichlorination of effluent for E-coli 

permit compliance. Daily grab sampling 
at the number 9 and 10 sampling points 
using approved testing for monitoring. 
The TRC level in the #9 tank should be 
>.7 and >1 mg/L. The TRC for the #10 

sample should remain 0 and the Sodium 
Hypochlorite and Sodium Bisulfite 

pumps adjusted accordingly. 
Reference: SOP 10.1 and 11.1 

   

Aeration Basin MLSS monitoring 
Trained WWTF 
Operators Staff 

Daily check of the MLSS maintained in 
the Aeration Basins shall be monitored 
using the TSS meter and recorded on 

the Operations Daily Sheet. 

   

Aeration Bain Dissolved Oxygen (DO) 
Trained WWTF 
Operators Staff 

The DO in the Aeration Basins shall be 
adjusted to meet the WWTF ORC DO 

setpoints and the valves and Blower PSI 
adjusted to meet the demand and 
match the setpoints. SOP 6.2.3.3 

   

Aeration Basin pH 
All Wastewater 

Treatment Facility 
Staff 

The pH shall be monitored daily and 
the WWTF ORC shall be warned 

immediately if the pH in the final tank 
before clarification is less than 6.5 su. 
Reference: NPDES Permit and Standard 

Methods 

   



  

Task or activity description 

Delegation to 
[Authorized 
person(s) or 
position(s)] 

Operational limits and response 
(required if not included in written 
SOP) 

Date of 
training 
provided by 
WWTF ORC to 
authorized 
individual(s) 

Authorized person’s signature 
indicating acceptance of task or 
activity (required if not included 
in written job description) 

Date of 
acceptance of 
delegated 
tasks or 
activities  

Preventative maintenance on all 
equipment and district vehicles 

Trained WWTF 
Operators Staff 

Operators will maintain the WWTF 
equipment and vehicles using the 

Allmax Antero software Maintenance 
software, as directed by the WWTF 

ORC, and will be updated on Monday 
morning for the corresponding week. 

   

Demonstrate ability to properly 
perform permit-required confined 

space entry, including ability to use RKI 
GX-2009 gas detectors in accordance 

with training and manufacturer 
instructions. 

Trained WWTF 
Operators Staff 

SOP – safety manual and permit form    

Demonstrate ability to follow all jobsite 
and District facilities safety 

requirements and standards in 
accordance with personnel and safety 

manuals. 

All Wastewater 
Treatment Facility 

Staff 

SOP is personnel and safety manuals 
and any manufacturer instructions and 

SDS Sheets. 
   

Return Activated Sludge (RAS) 
Adjustments 

Trained WWTF 
Operators Staff 

Adjustments to the Ras Pump shall be 
determined by the clarifier blanket 

depth (DOB). If the DOB is less than .2 
ft then the RAS percent should be 
decreased by 1% and if the DOB 

increases above .6 ft the RAS shall be 
increased by 1%. The RAS will then be 

calculated using the formula 
(RAS%*100*Influent Flow) 

   

Effluent pH Monitoring and Compliance 
Testing  

All Wastewater 
Treatment Facility 

Staff 

Effluent pH shall be monitored 
twice/day at sampling point #9 and for 

Compliance at least 5 days/week at 
sampling point #10. If the #9 pH is less 

than 7 s.u. then Soda Ash shall be 
increased at influent #3 sampling point 

as per WWTF ORC instructions. 
Reference: NPDES Permit and Standard 

Methods 

   

Laboratory Equipment Calibrations 
All Wastewater 

Treatment Facility 
Staff 

Laboratory equipment shall be 
calibrated and maintained daily per the 
vendor’s SOP’s kept with the associated 

equipment: pH meter, Turbidity, 
Chlorine, Dissolved Oxygen, etc. Other 
Laboratory meters shall be calibrated 
as required by the WWTF ORC: TSS, 

etc. 

   



  

Task or activity description 

Delegation to 
[Authorized 
person(s) or 
position(s)] 

Operational limits and response 
(required if not included in written 
SOP) 

Date of 
training 
provided by 
WWTF ORC to 
authorized 
individual(s) 

Authorized person’s signature 
indicating acceptance of task or 
activity (required if not included 
in written job description) 

Date of 
acceptance of 
delegated 
tasks or 
activities  

Aerobic Digester Dissolved Oxygen 
Trained WWTF 
Operators Staff 

Both Digesters DO shall be monitored 
daily and if the DO in either basin is <.3 

or >.6 mg/L the DO needs to be 
increased or decreased by adjusting the 

valves accordingly.SOP 12.3 

   

Aerobic Digester pH 
All Wastewater 

Treatment Facility 
Staff 

The pH shall be checked daily and 
recorded on the WWTF Operations Daily 
Sheet. If the pH is >6.8 then add Soda 

Ash to increase the pH. SOP 12.1 

   

WWTF Operations Weekly Rotation for 
WWTF Operators 

Trained WWTF 
Operators Staff 

Operations is based on a rotating 
weekly schedule allowing each WWTF 

Operator to spend one week in the 
Laboratory and Maintenance positions 

and insuring coverage during the seven-
day schedule.  The Laboratory Position 
is responsible for daily Operations, Off 
Hours On-call, and covering weekend 

shift. The Maintenance Position is 
responsible for printing Work Orders, 

running the Centrifuge, etc. other 
operators assist where needed or 

directed by the WWTF ORC 

   

WWTF Operations Daily Data Sheet 
Trained WWTF 
Operators Staff 

All daily process control testing and 
meter records are recorded on the daily 

sheet and then transferred to the 
Monthly Calculations MS Excel Program 
and used for communications, process 

control calculations, trending, 
troubleshooting, and plant history. This 

sheet and the corresponding Excel 
spreadsheet should be filled out as 

completely as possible and data 
entered in the Calculations spreadsheet 
in a timely manner daily. The Sheet is 

the responsibility of the Operator 
working the Lab Shift. The Spreadsheet 

is maintained at the direction of the 
WWTF ORC 

   

Identify and respond to potential 
and/or active SSOs in accordance with 

training and District and State 
procedures. 

All Wastewater 
Treatment Facility 

Staff 

WWTF ORC is to be notified 
immediately. For full notification and 
response procedures, refer to District 

Emergency Operations Plan and District 
Safety Manual and associated 

appendices 

   



  

Task or activity description 

Delegation to 
[Authorized 
person(s) or 
position(s)] 

Operational limits and response 
(required if not included in written 
SOP) 

Date of 
training 
provided by 
WWTF ORC to 
authorized 
individual(s) 

Authorized person’s signature 
indicating acceptance of task or 
activity (required if not included 
in written job description) 

Date of 
acceptance of 
delegated 
tasks or 
activities  

Follow all jobsite and District facilities 
safety requirements and standards in 
accordance with personnel and safety 
manuals and contractor-specific site 

safety requirements. 

All Wastewater 
Treatment Facility 

Staff 

Refer to District Personnel and Safety 
Manuals and appendices. Observe all 

safety requirements of specific 
construction jobsites or other facilities. 
Observe any associated SDS sheets as 

applicable. 

   

Demonstrate ability to handle customer 
and general public interactions in 
accordance with training and in a 
manner that reflects the District’s 
commitment to excellent customer 

service. 

All Wastewater 
Treatment Facility 

Staff 

Kindly refer an unhappy/disgruntled 
customer to the WWTF ORC, the 

Operations Manager, or the District 
Manager if necessary. Do not engage in 

inflammatory arguments or disputes 
with a customer or member of the 

public. Remember, we are all 
ambassadors of the District at all 

times and in all situations! 

   

Perform grounds and facilities 
maintenance in accordance with 

training and as directed by the WWTF 
ORC or District Management. 

Trained WWTF 
Operators Staff 

N/A    

Respond to emergencies and on-site 
requests as directed by the WWTF ORC 
and/or District Management. Provide 
mutual aid emergency response to 

customers, emergency personnel, and 
other jurisdictional agencies/entities as 

requested and in accordance with 
related training. 

All Wastewater 
Treatment Facility 

Staff 

All requests for mutual aid must first be 
cleared by the WWTF ORC, the 

Operations Manager, or the District 
Manager. When possible, provide WWTF 

ORC, Operations Manager, and/or 
District Manager contact information to 
the requesting party. In the event these 

notification and clearance 
requirements cannot be achieved, 

contact the next-most senior operator 
for instruction and respond to the 
emergency response request. Any 

emergency response involving District 
equipment, or confined space entry, 

requires at least two trained staff 
members and conformance to 

respective District Safety Manual and 
associated appendices requirements. 

   



  

Task or activity description 

Delegation to 
[Authorized 
person(s) or 
position(s)] 

Operational limits and response 
(required if not included in written 
SOP) 

Date of 
training 
provided by 
WWTF ORC to 
authorized 
individual(s) 

Authorized person’s signature 
indicating acceptance of task or 
activity (required if not included 
in written job description) 

Date of 
acceptance of 
delegated 
tasks or 
activities  

Assist in review of construction 
drawings, as-built drawings, shop 

submittals, and other development or 
construction related drawings and/or 

submittals as instructed by WWTF ORC. 

Trained WWTF 
Operators Staff 

Staff are encouraged to review as many 
of these materials as time allows to aid 
in the growth of knowledge, skills, and 
abilities regarding WWTF Operations 

and associated development and 
construction. Questions and/or 

clarifications, whether from the staff 
member or from a project 

representative, should be directed to 
the WWTF ORC. For compliance review 

of these materials, consult both the 
WWTF ORC and the District R&Rs 

(appendix B, C and Standard Details). 
Only the WWTF ORC and/or District 

Administrative Management are 
authorized to make final approvals for, 

and signoff of, drawings issued for 
construction, as-built/record drawings, 
specification submittals, shop drawings, 

and other construction/development 
related drawings, and/or submittals. 

   

National Pollution Elimination Discharge 
System Permit 

WWTF ORC 
Compliance is directed by the WWTF 

ORC  
   

Morning Opening Duties 
Trained WWTF 
Operators Staff 

Unless directed otherwise by the WWTF 
ORC the morning duties shall be as 

follows. Permit sampling and testing 
i.e., Effluent pH, E-coli, etc. Process 
control sampling i.e., settleometer, 
wasting TSS, TRC monitoring, MLSS, 

Digester pH, DO, and Al West Method 
Spin, etc. Filling the Grit Room Soda 
Ash tank and adding product, raking 

manual bar screen, mixer check, 
Influent Pump Stations (FCLS and 

TRLS), meter logging, and other duties 
listed on the Daily Data Sheet.  

   



  

Task or activity description 

Delegation to 
[Authorized 
person(s) or 
position(s)] 

Operational limits and response 
(required if not included in written 
SOP) 

Date of 
training 
provided by 
WWTF ORC to 
authorized 
individual(s) 

Authorized person’s signature 
indicating acceptance of task or 
activity (required if not included 
in written job description) 

Date of 
acceptance of 
delegated 
tasks or 
activities  

Lab Operator Duties-AM 
Trained WWTF 
Operators Staff 

Unless directed otherwise by the WWTF 
ORC the morning Lab duties shall be as 
follows. The Lab operator shall collect 

and run the following tests: 
settleometer, Wasting TSS, clarifier 

blankets, RAS pump seal water check, 
collect #9 and #10 samples for pH, TRC, 

and NTU. Filling out the Daily Data 
Sheet and calculating wasting rate 
using a set MCRT, record electric 

demand, drain air compressors. Change 
Effluent circle chart on Mondays. Log 

Data Sheet into MS-Excel. Assist 
Laboratory Analyst if needed. On-call 

and weekend shift duty. 

   

Maintenance Operator Duties 
Trained WWTF 
Operators Staff 

Unless directed otherwise by the WWTF 
ORC, the Maintenance duties shall be as 

follows: start and shut down 
centrifuge, help gather morning 

samples, move biosolids roll off and 
print weekly maintenance list. Assist 

other operators as needed. 

   

Focus on Teamwork. 
All Wastewater 

Treatment Facility 
Staff 

WWTF staff shall focus on working as a 
team to get all duties done in a safe 

timely fashion. 
   

Lab Operator Duties-PM 
Trained WWTF 
Operators Staff 

Before the shift is over, unless 
otherwise directed by the WWTF ORC, 

the Lab operator should check the 
clarifier blankets, #9 pH, temperature 

for Blower 5 if online, and record 
Aeration basin DO. Check the influent 

pump stations, was time, RAS trend, EQ 
level and influent flow. Turn on the 

Win-911 alarm system by double 
clicking the 911 icon on the task bar 
and check that SCADA phone line is 
connected to the phone jack. Assist 
with the closing duties as needed. 

   

General Closing Duties 
Trained WWTF 
Operators Staff 

At the end of the Shift a list of closing 
duties can be located they should all be 
done every day. Including, rake the bar 

screen, mixer check, refill the chem 
tank, check the Electric Room,  

   



  

Task or activity description 

Delegation to 
[Authorized 
person(s) or 
position(s)] 

Operational limits and response 
(required if not included in written 
SOP) 

Date of 
training 
provided by 
WWTF ORC to 
authorized 
individual(s) 

Authorized person’s signature 
indicating acceptance of task or 
activity (required if not included 
in written job description) 

Date of 
acceptance of 
delegated 
tasks or 
activities  

Biosolids processing with the Centrifuge 
Trained WWTF 
Operators Staff 

Please, reference SOP 13.2 13 for 
startup and SOP13.3 shut down 

procedures. 
   

On-Call Duties 
Trained WWTF 
Operators Staff 

The WWTF maintains several alarm 
systems to safeguard the integrity of 

the facility and the processes that are 
involved in the treatment of 

wastewater thereby protecting public 
health. A On-call operator must remain 

available by either a landline phone 
system or a cell phone to address any 

alarms. On-call is on a rotating 
schedule. During the times when Plant 
Mandatory Check-in is available the on-
call operator must remotely check the 
facility SCADA system during the night 

and make any necessary adjustments to 
the system.  

   

Influent Pump Stations 
Trained WWTF 
Operators Staff 

The District relies upon and maintains 
two influent pump stations Thompson 

River Lift Station (TRLS) and Fish Creek 
Lift Station (FCLS). These tow pump 

stations must be checked daily 
maintaining the integrity of the systems 

and protecting the downstream 
processes and public health by 

preventing a Sanitary Sewer Overflow 
(SSO). Two operators are required to 

visit the stations for safety. Three 
pumps provide redundancy, and they 

must be exercised daily, and LS record 
must be filled out daily, recording 

totalized flow, monthly pump rotation, 
Variable Frequency Drive (VFD) 

function, and recoding dual force main 
changes. Furthermore, checking the bar 

rake and washer/compactor function 
and screening removal. Reference: SOP 

5.1for FCLS and 15.2 TRLS 

   



  

Task or activity description 

Delegation to 
[Authorized 
person(s) or 
position(s)] 

Operational limits and response 
(required if not included in written 
SOP) 

Date of 
training 
provided by 
WWTF ORC to 
authorized 
individual(s) 

Authorized person’s signature 
indicating acceptance of task or 
activity (required if not included 
in written job description) 

Date of 
acceptance of 
delegated 
tasks or 
activities  

Operator-in-Training (OIT) OIT 

An operator that is in training and may 
not make decisions about process 

control that are reserved for certified 
operators. A person is considered an 

OIT until they have passed the State of 
Colorado Wastewater Class D exam. At 

which point they will be deemed an 
operator and can make process control 
decisions based on their level of state 

classification. 
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